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£ JUN 1973

MEMORANDUM FOR: Director of Central Intelligence

VIA ¢ beputy Director of Central Intelligence

FROM 1 Deputy Director for Management and Services

SUBJBCT : Proposed Revision of[ | Equal Employment STAT
: Opportunity

1. Act sted: Your roview and approval of subject
proposal which, e provisions of subparagraph 4b(l1), dele-
gates "'to the Director of Equal Employment Opportunity the authority
necessary to implement the equal employment opportunity program
within the Agency.”

2. Besic Data and Background: The proposed revision provides
a comprehiensive explandtion of Equal Euploywent Opportunity policy
and procedures, including reference to current pertinent legisla-
tion and the newly created position of Federal Woman's Program
Coordinator. Because the proposal coutains a delegation of the
authority of the Director of Central Intelligence, your approval
is required.

3. B5taff Position: The proposal has been coordinated with
the Deputy Directors and throughout the Directorate of Management
and Sexvices. All coordinators concur in this proposal.

4. Recommendation: Approval.

/s{ Robert S, Wattles

1. HAROLD L, BROWNMAN
e Deputy Director
fo

T
Menagement and Services

\&h

Attachment
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SUBJECT: Proposed Revision of | Equal Employmant Opportuaity

) DI HS |
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DISAPPROVED:

EHM&S/SSS/RCB/EHM ipea (4 June 1973)
Distribution: _
Orlg - Addressee (Return to C/S5S
via DDMES)
Executive Reglistry
Signing Official
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Paragraph 4 is revise!l to
uwpdate information con-
coraing the Agew:y s

Lual Smployaent Opportu-
nity progras.

Arrows in the page margin show the locaticas of the caanges
described above.
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4, BQUAL EMPLOYMENT OPPORTUNITY PROGRAM g

a. POLICY, It sh;illi be the policy of tl’iﬁ Cen;ral Intglligence
Agency to prov. equal rtunity enployment for all
persons, to prohibit dismnation in employment because
of race, color, religion, sex, or national origin, and to
promote the full realization of equal employment opportunity
through a positive, contimuing program. In administering this
policy, the Agency shall camply with the applicable provisions
of the Equal Employment Opportunity Act of 1972, Executive
Order 11478 of August 6, 1969, and the applicable regulations
of the Civil Service Commission, but shall have due regard
for the statutory responsibilities of the Director of Central
Intelligence as set forth in the National Security Act of
1947, as smended, and the Central Intelligence Agency Act of
1949, as amended. A positive, continuing program goes beyond
nondiscrimination and is designed to promote equal opportunity
in every aspect of Agency personnel policy and practice in
the employment, development, advancement, use, and treatment
of employees and to ensure that an envirorment exists within
the Agency wherein this program can be carried out.

b. RESPONSIBILITIES

(1) The Director of Central Intelligence shall exercise
personal leadership in establishing, maintaining, and
carrying out the Agency's equal employment opportunity
gzo?am. The Directorfof Central Intelligence shall

signate a Director of Equal Employment Opportunity,
who shall be under his immediate supervision for all
matters pertaining to the Agency's equal employment
opportunity program. There is hereby delegated to the
Director of Equal Employment Opportunity the authority
necessary to implement the equal employment opportunity
program within the Agency.

{2) The Director of Central Intelligence shall designate as
many Equal Employment Opportunity Officers, Bqual
Employment Opportunity Counselors, and Federal Woman's
Program Coordinators as may be necessary to assist the
Director of Equal Employment Opportumity to carry out
Xge equal employment opportunity program within the

ency.
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(3) The director of Equal Bmployment Opportunity in coordination
with the Director of Persomnel shall be responsible for
continually reappraisiag the Agency’s personnel prograa to
ensure that all activities rolating to persennel admimistra-
tion are campatible with the principle of equal employamnt
opportunity.

{4) Toe ieads of Career Services shall be respomsible for

emsuring that the equal employment opportunity program is
enforced ia their Career Services.

{3) The afemting an} supervisory officials shall sasuve 2
positive application anxi enforcement of the equal esployment
opportunity program.

| {6) Each esployee shall be respousible for cooperating and
participating in the oqual employment oppertunity progran.

. RECTIONS. Tohe Director of Equal Hmployment Opportuaity has
tiwe functions of

(1) preparing the plans, programs, procedures,(sud where &p-
late, changing) regulations, reports, amd other ratters
designed to carry out the policy aad prograsm set forth in
this regulation and submitting for the review and approval
of the Civil Service Commission those plans and reports
which must be submitted to it;

(2) evaluating the sufficiency of the total Agescy progras: and
yeporting to the Director with recommendations as to say
t or correction nesded, including remedial or
disciplinary action with respect to managerial or super-
visoxy employees who have falled in their responsibilities;

(3) providing for counseling by any aggrieved eployee who
gaum ¢ves hw hes beon discriminated against on the basis of
race, coler, religion, sex, or naticnal origin;

. for the recefipt and investigation of complaints

(4) provi
of discristaation in perscwel matters within the Agency;

{5) reviewing tiue record of any complaint and mmking recoeen-
dations to the Director (or his designee) before the iilrector
{or his designee) makes the decision on 2 complaint;

¢

AIMINISTRATIVE - INTERHAL USE OHLY
Approved For Release 2003/04/29 : CIA-RDP84-00780R005200010004-2




Approved FonRelease\2003/04/ 28 TR RDRE4§ATE0R005200010004-2

PERSONNEL

(6)

(N

(8)

o

[ ]

ensuring that equal opportunity for women is an integral
part of the Agency's overall program and assigning to the
Federal Woman's Program Coordinator the responsibility for
matters affecting the employment and advancauent of waaen;

publicizing to employees and permanently posting in ap-
propriate places the names and addresses of the Director
of Bqual Employment OUpportunity, the Federal Woman's Pro-
gram Coordinator, Equal Employment Opportunity Officers and
Counselors, including for the latter the organizational

wiit he serves and his availability to counsel an employee;

making reasonable accammodation to the religious needs of
employees,

making avallable to employees a copy of the regulations,
notices, and procedures issued to carry out the Agency's
program of equal employment opportunity.

d. COMPLAINTS

(1

(2)

The unique internal security requirements of the Agency
require the compartumentation of its personnel and actlvities
and the application of the need-to-know principle, and
necessitate the processing of coplaints of discrimingtion

on a case-by-case basis, with due regard to the security
factors lovolved in each case., In its processing of com-
blaints the Agency shall ensure that the objectives of the
gﬁ@lanmting regulations promulgated by the U.S. Civil Service
Comnission are observed.

An employee who believes he has been discriminated sgainst
because of race, color, religion, sex, or national oriiin
shall consult with an EBO Counselor when he wishes to resolve
the matter., The aggrieved employee shall bring the matter

to the attention of the EEO Cownselor within 30 calendar

days of the datc of that matter, or, if a persomnnel action,
within 30 cslendar days of its effective date. The

Counselor shall make whatever inquiries he believes necessary,
seek a solution of the matter on an informal basis, and
counsel the aggrieved concerning the issues in the matter

" &nd his findings. These time limits can be extended in

cases where the aggrieved shows either that he was not
notified of them or that he was prevented by circumstances

3
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beyond his control from submitting the matter within the
tine limits. The Counselor shall, insofsr as is practicable,
conduct his final counseling with the aggrieved not later
than 21 calendar days after the date onm which the matter

was brought to ais atteation,

{3) If the matter is not resolved to the satisfaction of the
aggrisved or iIf the final interview is not concluded within
11 calendar days, the aggrieved shall be notified in
writing by the Counselor of iis right to file a caeplaint,
This notification shall also infors the aggrieved ef the
forn of the complaint, the procedure for submission, and
the individual(s) who may receive the complaint. The
EEO Counselor shall not reveal the identity of an aggrisved
person who has sougit consultation unless suthorized to
do so by the aggrieved or uutil tie slaint of discrimi-
natica hes been filed mnd accepted vy the Agency.

(4) Complaints shall be processed in the following manner:

{a) Upon acceptance of e cozplaint, the Diroctor of
Equal Employment Opportunity sball presptly initiate
an investigation of the complaiat, lhe person in-
vestigating the complaeint shall not be under the
Jurisdiction of the Lwad of that part of the Agescy
in which the coaplaint arose.

(b} Upen completion of tis iavestization an opportunity
shell be provided for the adjustment of the complaint
on an inforasl basis. ‘

(c) Whan the complaint is ot adjusted an as iaformal
;urgis, the Agency shall inform the cemplainant im
by pe1 4

(3) of the prepused disposition of the complaint,

(2} of his rigut to a hwariag and decision by tae
' director of Ceatral Imtelligence (or his designoc)
if he notifies the Agency in writing within 15
calendar days of tie receipt of the notice tiut
 he desires a hearing; and

(3) of his right to a decision by the .irector of

Gentral Intelligence (or his designee) witheut
a heoaring.

4
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(e)

1f the complainant fails to notify the Director of
Equal Employment Opportunity of his wishes within

the period prescribed in subparagraph (c)(2) above,

the camplaint, together with the complaint™file, shall
be forwarded to the Director of Central Intelligence
{or his designee) for decision. This decision of

the Agency and notice to the camplainant shall be

in keeping with the applicable Civil Service Commission
regulations. ;

Both the complainant and the Agency shall proceed
without undue delay so that the complaint is resolved
within 180 calendar days after it was filed, including
time spent in the hearing of the camplaint, if such

& hearing has been held.

e. INFORMING BMPLOYEES. Annually and at such other times as
directed, the Director of Equal Employment Opportunity shall
bring this regulation to the attention of all loyees of the
Agency. The Director of Persomnel will ensure that all employees
are made aware of the provisions of this regulation as a part
of their entrance-on-duty processing.

ﬁ Ve midy A &a (vt s

Ao ~JAES R. SCHLESINGER
Divhctor of Central Intelligence

DISTRIBUTION: AB

5
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MEMORANDUM FOR:

%RM&%@%M& : CIA-RDP

* Approve

Mr. Schlesinger

This regulation is forwarded for your
authentication because subparagraph 4b(2)
contains a delegatlon of authority from
you to the Agency's Dlrector of Equal
Employment Opportunity.

Your signature is requested.

[s] Robert S. Wattles

44-00780R00520001 0004-2

Robert S. Wattles
‘Assoc1ate DD/M&S
11 JUN’ﬁ?%
(DATE)_
FORM NO. REPLACES FORM 10-101 (47)
1 AUG 54 |0| WH i CH MAY BE USED.
STAT EO-DD/M§S: kmg (8 Jun 73)
Distribution:

Orig Blue Note - Adse w/O § 8 of Atts (DD/MGS 73-2132, -2133)
_X - DD/M§S

DD/MGS 73-2132:
STAT DD/M&S 73-2133:

Subj w/ccy of Atts

1 - DD/M&S Chrono w/ccy of Atts

1 - RSW Chrono

Memo dtd 8 Jun 73 to DCI via DDCI fr DD/M&S, subj:

Pronosed

Revision of

, Equal Employment Opportunity
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Chie Support Services Staff

ROOM NO. BUILDING

710 Magazine Bldg.
REMARKS:
Lew:

Per our phone conversation, please
have the following revisions made on the
attached memorandum:

Mr. Brownman's name should be
in all caps on internal cor-
respondence.

The attachment should be noted
on the memo before the approval
line.

Addresses - page 3 of HR,

para 4.c.(7) is mlssp«;;g,ed

‘ L
FROM: _ . e
Executive Officer to the DD/MES
ROOM NO. BUILDING EXTENSION
STATLZD 24 Hgs
FIOI-FEMB g% . 2 4‘! REPLACES FORM 36-8 : “n

WHICH MAY BE USED.

Approved For Release 2003/04/29 : CIA-RDP84-00780R005200010004-2
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; — T y ehtor Release 20037047)
TRANSM]TTALAQET?’VF °

TO:

ROOM NO. BUILDING

REMARKS:

This proposal has been fully coordi-
nated.

I recommend ong”sjgnature by the DCI.
L {
Ly gt 4 -
. U
P.S.: Because this regulation is based

upon an Executive Order and Civil
Service Commission regulations, we have
retained, at the request of the
originator, the legally compulsive ''shalll
throughout.

FROM:

ROOM NO. BUILDING EXTENSION

REPLACES FORM 36-8

FIOF"lng go5 241 WHICH MAY BE USED.

P9

CIARDP84-00785R00520004¢ PﬂL 04-2 —
TRANSMITTAL SLIP D”E} A/JUN 1073

TO: Mr. Wattles” - /’
THRU: | [ (f >

ROOM NO. 4Bt ING

REMARKS:
Attached is a proposed revision of

[ EE0Y,

which was originated by the
Office of General Counsel. The pur-
pose of this proposal is to provide a
comprehensive explanation of EEO policy
and procedures, including reference to
pertinent legislation and the position
of Federal Woman's Program Coordinator.

Subparagraph 4b(2) of this proposal
contains a delegation of authority from
the DCI to the Agency's Director of EFO.
The proposal, therefore, requires
authentication by the DCI. A memorandum
for this purpose is attached.

FROM: Continued
' ROOM NO, BUILDING EXTENSION
“n FORM NO . REPLACES FORM 36-8
1FEB 55 241 WHICH MAY BE USED. “n
g

. ¥

D

STAT

Equal Employment Opportunity STAT

ANSMITTAL SLIP

. ATE

TR 8 June 1973
Mr. W. - TO: Mr. Wattles

ROOM NO. BUILDING

Per your request/suggestion,

STATPage 1 0f|:|has been

retyped to correct line 4 --
"or'" instead of "and"

national origin.

REMARKS:

Recommend your signature on

the attached blue no

A’ P

FROM:

ROOM NoO,

BUILDING EXTENSION

FORM
1FEB

REPLACES FORM 36-8 “n

WHICH MAY BE USED.

15241

Approved For Release 2003/04/29 : CIA-RDP84-00780R005200010004-2



L] uNﬂASS!F!Eﬁ:provelrﬁg AL 2003104129 : CIA-RDIPES-0688UHBE DAl 0004-2 [] SECRET
ROUTING AND RECORD SHEET

SUBJECT: (Optional) ) Uﬁjlm% Re !Stry
: Request for Approval to Issue Revised Regulations Fﬁﬁ@_{&\/m /

FROM: EXTENSION | NO.
Director, Equal Employment Opportunity DATE '

2 E 38 Headquarters [ i 6 March 1973 STAT
TO: (Officar designation, room number cnd .. DATE . i .
building} ) ) OFFICER'S COMMENTS {MNumber eoch comment to show from whom

INITIALS _to-whom. - Draw g line dacross column ofter each comment.)
RECEIVED | FORWARDED v )

Dlrector of Personnel Co oy _/ [ -
5 E 56 Hgs S PR 9 yAR‘.7973 HE(I AL

Mr. William E. Colby
7D 59 Hqs
4. - S

e Iéeputy Dlrector for Suppor :
/ D 26 Hqs ’ S

/? /,f/ J«M S

#illiam S. Bavis -
Director, EEO

2 E 38 Hgs

10,

' 5 /é/yfezwcf““;"/f—”/?/ﬂze i

{ 12. DD/S Distribution: , /2&7};/0 F s /M/ R star
Orig RS - SSS, w/O of Att|(DD/S 73-0986) e / %
AAAAA - DD/S Subj, w/c¢y of Att i, Kttt //‘
13.

DD/S 73-0986: Memo dtd 6|Mar 73 fo DD/S
S fr-B/EEOQ,;-subj: —Request-for-Approval to Issue - —] B
" Revised Regulations

Approved For ReIF.ase 2003/04/29 : CIA-RDP$4-00780R005200010004-2
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Executive Rogistry
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6 MAR 1973

MEMORANDUM FOR: Deputy Director for Support

SUBJECT : Request for Approval to Issue Revised
Regulations

1. This memorandum contains recommendations for your
approval in paragraph 5.

2. Recent legislation in the area of Equal Employment
Opportunity and advice from the Civil Service Commission
necessitate some modifications in our existing Regulations.
Attached for your approval are suggested changes to Regulation

AT |

3. The purpose of these changes is to incorporate refer-
ence to the position of Federal Women's Program Coordinator,
to change the time in which an employee must consult an EEC
Counselor from 15 days to 30 calendar days, to announce that the
names and addresses of EEO Officers are listed in the Agency
telephone directory and on Agency bulletin boards, and to make
reference to the Equal Employment Opportunity Act of 1972,
which is the current legislation on the subject of EEO.

4. In addition to the above and in conformance with the
requirement that agencies publicize as widely as possible the
essence of its EEQ program and data relative to officers engaged
in the program, it is requested that the attached proposed Head-
quarters Notice be approved.

5. In summary, this memorandum requests your approval
toc revise the Headquarters Regulation, to modify the Headquarters
handbook which is read by all new employees at the time of their

“m?ﬁ'QTF %‘gﬁ’"E

S 8 ih“lrw B & %
%ZQVEM 3@8&4 -00780R005200010004-2
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entrance on duty and annually thereafter, and, finally, to publish
a notice on the subject of Equal Employment Opportunity to all
Agency employees,

e;-;@%‘\
0T

William S. Bavis
Directoy
Equal Employment Opportunity

Attachments:

AT A. Revision to
B. Revision to
C. Proposed Hqgs Notice

CONCUR:

/s/Harry B. Fisher

Harry B. Fisher Date
Director of Personnel

CONCUR:

e T e &@WM 12 sl 3
“William E. Colb Date

APPROVE:

x).a@z s s 752739 & D13 i/gm 73
' Dat

Deputy Director for Suppért

Distribution:
Or1g - DD/S (to ke returned to D/EEO)
eI RE e 20030029 1 GIATFBR 44,007 80RY05209910004-2
1 - C/SPD/ OP

OTAT OP/<SPDA loec (ANa 7 2)
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STAT - [ Ishould be revised as follows:

Delete from paragraph 4.a., lines 6 and 7, reference
to Executive Order 11246, dated 24 September 1965, and
insert Equal Employment Opportunity Act of 1972 (Public

Law 92-261).

Change paragraph 4.b.(1) to read:
The Director of Central Intelligence shall designate a Director

of Equal Employment Opportunity and a Federal Women's

Program Coordinator, who will be under his immediate

supervision for all matters pertaining to the Agency's equal

employment opportunity program.

Change paragraph 4.c.(2), line 3, from '"15 days"

to ''30 calendar days."

AAIRISTEATIVE
Approved For Release 20 ; - R005200010004-2
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4. EQUAL EMPLOYMENT OPPORTUNITY POLICY AND PROCEDURES

a. GENERAL. It shall be the policy of the Central Intelligence Agency to provide
equal employment opportunity for all qualified persons without discrimination
based on race, creed, color, national origin, sex, marital status, political affilia~-
tion, or physical handicap, and to promote the full realization of equal em-
ployment opportunity through a positive continuing program. In administer-~
ing this policy, the Agency shall comply with the provisions of Executive Order
11246, dated 24 September 1965, with due regard to the statutory responsibili-
ties of the Director of Central Intelligence prescribed in the National Security
Act of 1947, as amended, and the Central Intelligence Act of 1949, as amended.

(1) A qualified person is one who possesses the special requisites for Agency
employment and is ready, willing, and able td comiply with the specific or
unique requirements of the Career Service to which he or she is or may be
assigned.

(2) A positive continuing program goes beyond nondiscrimination and ensures
that an environment exists within the Agency which encourages the de-
velopment and utilization of all qualified persons.

b. RESPONSIBILITIES — el a Felonl (Wt on .
(1) The Director of Central Intelligence shall designate a Director of Equal
Employment Opportunity,\ who will be under his immediate supervision
for all matters pertaining fo the Agency’s equal employment opportunity
program., '
(2) The Director shall designate such other Equal Employment Opportunity
Officers and Counselors as may be necessary to carry out the Agency’s equal
employment opportunity program throughout the major components of
of the Agency.

(3) The Director of Personnel shall be responsible for continually reappraising
the Agency’s personnel program to ensure that all activities relating to
personnel administration are compatible with the principle of equal em-
ployment opportunity.

(4) The Heads of Career Services are responsible for ensuring that the policy
of equal employment opportunity is enforced in the utilization and de-
velopment of members of their Career Service.

(5) The operating and supervisory ofificials shall ensure a positive application
and enforcement of the policy of equal employment opportunity.
(6) Each employee is responsible for cooperating and participating in the
" equal employment opportunity program.

¢, COMPLAINTS

(1) The unique internal security requirements of this Agency require the com-
partmentation of its personnel and activities and the application of the
need-to-know principle, and necessitate the processing of complaints of
discrimination on a case-by-case basis, with due regard to.the securlty
factors involved in each case. In its processing of complaints the Agency
will ensure that the objectives of the implementing regulations promul-
gated by the U.S. Civil Service Commission are observed.

(2) An employee wishing to resolve a matter in which he believes he has suf-
fered discrimination must consult an Equal Employment Opportunity
Counselor within 15 days after the matter arises. The counselor will seek
a solution informally and advise the aggrieved of his finding. If the matter
is not solved to the satlsfaction of the aggrieved, he may then file a formal
complaint of discrimination.

Revised: 20 June 1069 (455)
Approvemmmmmmﬁmm'WRUwzooo1 0004 2
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(3) Complaints by Agency employees or applicants for Agency employment )
containing allegations of discrimination contrary to the Agency's equal {

. employment opportunity policy shall be submitted to the Director of Equal
Employment Opportunity through the appropriate Equal Employment Op- ,
portunity Officer. Individuals making such complaints may request the '
advice and assistance of these officers as to proper form and procedure to.
be followed.

(4) Such complaints will be processed in the following manner:

‘(a) Upon receipt of a complaint the Director of Equal Employment Op-
portunity shall initiate promptly an investigation of the complaint
to determine the facts of the complaint; ,

(b) Upon completion of the investigation an opportunity shall be pro-
vided for the adjustment of the complaint on an'informal basis;

(¢) When the complaint is not adjusted on an informal basis, the Agency

» shall offer the complainant an opportunity for a hearing;

(d) The findings and recommendations from the hearing shall be for~

warded to the Director of Central Intelligence, or his designee.

d. INFORMING EMPLOYEES. Annually and at such other times as directed,
supervisors will bring paragraph 4 of this regulation to the attention of all .
employees under their jurisdiction. The Director of Personnel will ensure that
all employees are made aware of the provisions of paragraph 4 of this regu~
lation as a part of their entrance-on-duty processing.

5, Reoenned | |

: ‘ Revised: 20 June 1069 (466)
ADMINISTRATIVE — INTERNAL USE ONLY
Approved For Release 2003/04/29 : CIA-RDP84-00780R005200010004-2
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Recommend that Chapter II, paragraph ll.a. and b. of
the Handbook of Required Regulatory Readings be revised as
follows:

\

11. EQUAL EMPLOYMENT OPPORTUNITY

a. It is Agency policy to provide equal employment opportunity
for all qualified persons without discrimination based on race,
creed, color, national origin, sex, marital status, political
affiliation, or physical handicap. The Director has designated

Equal Employment Opportunity Officers; a Federal Women's

Program Coordinator, and Equal Employment Opportunity

Counselors to carry out a continuing equal employment
opportunity prograin throughout the Agency.

b. Each Directorate of the Agency is responsible for developing

an Affirmative Action Program which will insure that every

employee, including women and other minority group members,

has the opportunity to develop and utilize skills to the maximum

degree. EEO Officers and EEO Representatives in the

Directorates are the focal points for this program.

c. Any employee wishing to resolve a matter in which he believes
he has suffered discrimination should consult an Agency Equal

Employment Opportunity Counselor within 30 calendar days

after the matter arises. If the counselor is unable to solve

Approved For Release ﬁ@%ﬂﬂ} ?@A-ﬁﬁﬁm -00780R005200010004-2
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the problems informally to the satisfaction of the employee,
he will provide advice as to the proper procedure for filing
a formal complaint of discrimination.

The names and addresses of the Director, Equal Employment

Opportunity, the EEQ Officers, the Federal Women's Program

Coordinator, and the EEO Counselors are posted on Agency

bulletin boards and are contained in the functional listing

of the Agency telephone directory.
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EQUAL EMPLOYMENT OPPORTUNITY

The purpose of this notice is to bring to the attention of all
employees the fact that this Agency is subject to and participates
fully in satisfying those requirements contained in the Equal
Employment Opportunity Act of 1972 (Public Law 92-261). Head-
quarters Regulation[ __ ]and Headquarters Handbook[ | Chapter II,
paragraph 11 (Handbook of Required Regulatory Readings), specify
Agency policy and procedures on this subject,

The identities and locations of the Director, Equal Employment
Opportunity, the Federal Women's Program Coordinator, the
EEO Officers and the EEO Counselors are listed in the functional
element of the Agency telephone directory as well as posted on
bulletin boards throughout Agency installations. Any employee who
feels that he has a basis for submitting a discrimination complaint
should contact his EEO Counselor. This contact must be established
within 30 calendar days after the incident or matter which cauéed
the employee to believe that he had sufficient basis for complaint,

If the counselor is unable to solve the problem informally to the
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satisfaction of the employee, the counselor will provide advice
as to the proper procedure for filing a formal complaint of

discrimination.
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